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INSTRUCTIONS FOR THE ESTABLISHIENT
A LAINTENANCE OF EMPLOYEE RECORD
FILES

" BEPLOTLE RECORD CARD (Optional Fomm 4b)

8.  Purpose.

The Employee Becord Card, atbached, is intended for uss Ly operating
officiale as a basis for initiating personnel. actionss recording person-
nel actions, training, and qualifications; and noting reprimends and
meny other matters which make up the persomnel job of the operating
official, :

b. Preparation and Hointensnce.

(1) Present employces.

The card should be prepared from existing records in the
oparating offices. It is recommanded that these reccrds be checked
with the Position Inventory Control file in the appropriats Per-
sonral Division (Overt or Covert) prior to preparation of the
Employee Record Cards,

(2) E.0.D.

As of 2 February 1953, the OP-Lb will be prepared on new
employeses entering on duty in the appropriate Personmel Division
(Overt or Covert) and tranemitted to tho appropriate office.

{3) Subsequent eniries should be handwritten in the operating
office fram the information on the Notification of Personnel
Action (Standard Form 50 or Standard Form 52, as sppropriats) and
fron other officisl records,

Co Fﬂiﬁg 3

The Employse Record Card (OF Lb) is designed for use in pocket
type vislble files. It should be £iled in the same manner at the
operating level as the Service Recoxd Cards (SF 7) are filed in ths
Personusl Divislon, ie,

(1) By organizational level (Division, Branch, ete.)

(2) wWithin each organisational level by grade from highast to
lowest (7/0 order).

The Employes Record Cards should be f£iled in the vieible £ile
with Position Identification Strips (SF 7d) %o form the Employes
Record File.
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' Securdty Information

b, ‘the following equipnent may be used to maintain these files. Two
general types of equipment are available, One is the book~foldsr type
which is portable and will require storage in securse file drawers or
safes. These are suitable for smsll organizations. Two or more of the
larger sise may be used even for large organization(s). The other type
of equipment is the cabinet file, in wiich file trays are arranged for
easy access, Thls type may be locked and secured with a combination
lock, They are sultable for filing the records of wery larpe organi-
zations,

{1) visible Record Book (for 8x5 cards). 21 x 10 inches.
Capacity - 120 cards. , '
Ordsr Wo. 3 B 7005 (CIA stoek item),

{2) visible Record Book {(for 8x5 cards), 14 x 10 inches.
Capacity = 60 cards. '
(Presently procured b - Purchase Order; may be made CIA stock
item if demand warrants),

{3} Visible Record Book (for 8x5 cards).
Sapacity = 40 caxds.
(rresently procured by Purchasa Orderj may be made CIA stock
item if demend warrante),

{4} Visible Record Cabinet (for 8x5 cards).
Capacity = 17 file trays (each tray 78-80 cards).
Order No. 3C 7120 (CIA stock item).

(a) Visible Record Csbinet Stand (single)
Order Wo. 3 & 7460 (CIA stock item).

(b) visible Record Cabinet Stand (double)
Order “lo. 3 5 765 (CIA stock item).

s, ‘the following sup lies are used {o signal organizational designations,
and for use ag action or tickler signals;

{1} Blenk Index Cards, 5x8, are used for organization designations
in the Umployee Record Fils. Blue, buff, salmon and white cards

usre carried as CIA stock items., It is recommended that one color
be used for sach organizational level, ie., blue for divislons; buff
Yor branches, et :

{2) visible Record Signals, 1/k inch x 7/8 inch long; 100 to a

l:ox. Use as flag or as tickler for Employee Record File. Order
by box. (CIA stock item),
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